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GL-PCR Reclassification

Purpose

Use this procedure to move transactions to different segment value(s), other than Root, on payroll entries when
there is a known amount to move. The reclassification is completed by adding the proper chart value(s) and
accounting period(s) with a known HUID.

Trigger

e A specific amount of an employee’s salary need to be moved
e A specific amount plus the fringe amount of an employee’s salary and fringe need to be moved

Prerequisite

e Preparer MUST have access to salaries in GL-PCR in order to use the reclassification

Procedure

1. Logon to Oracle Financials.
Select a General Ledger responsibility HRVDAGLA... > Journals > HUGL — Journal Adjustment
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1. When moving a federal award expense, it is MANDATORY to follow the Cost Transfer Policy

2. When the HUGL Journal Adjustment page appears, select the Reclassification tab

ORACLE" HUGL - Journal Adjustment
Home Logr

Search GL Transactions

Enter Details to Reclassify

Create Baten
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3. Mandatory fields are noted by an asterisk*

Fiscal Year

Period

HUID

o Multiple users can be added to the list by querying one at a time
Source Tub / Target Tub

o Source Tub and Target Tub must be in the same “Tub Owned” group
Transfer Amount

Multiple values can be chosen in a field

4. Atleast one set of the Source / Target segment values are required

Source Org / Target Org

Source Fund / Target Fund

Source Activity / Target Activity

o Source SubActivity / Target SubActivity (only can be used in conjunction with Activity)

The Source Fund is where the transaction is originally located, and the Target Fund is where the new
transfer amount will be relocated

5. Transfer Amount is located near the bottom, shown below in a red box.
The Transfer Amount does not include fringe. The Calculate Fringe toggle button defaults to Yes

Fringe is always calculated inside GL-PCR, it does not use the nightly Oracle allocation
Fringe will be an added amount to the Transfer Amount that is not visibly shown in this process
To not move Fringe, set the Calculate Fringe toggle the button to No

ORACL €' HUGL - Journal Adjustment

tocged 1n A<

Search GL Transactions Search Adjustment Batches Redassification

Enter Details to Reclassify
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ity Target SubActivity

“Transfer Amount \

6. When all of the fields are as desired, select Add To List
e  This will create a line at the bottom of the screen
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e Theline can be edited using the pencil icon under the Edit column
e Theline can be deleted using the trash can in the Delete column.

Edit Tub Object Fiscal Year Period Position Employee Number Source Fund Target Fund Amount Calculate Fringe Delete

D 100 2023 FEB-23 | 000000 000001 100.00 N

e To create more than one ling, fill out the data points again and select Add to List button
o Keep in mind that the system will run faster with less lines
o The maximum recommended number of lines is 10

e Example resulting screen below for two lines added and Calculate Fringe column value = Y:

ORACLE HUGL - Journal Adjustment

Enter Details to Reclassify
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Fdd  Object  FiscalYear  Peod  Posion  EmployecMumber  TubFom  TebTo  SowceOry  TargelOrg  SowrceFand  TwigelFusd  Source Ackvily  TargelAckly  Source Sub Actiily argel Sub Activity Calculate Fringe  Amaunl  Delele

sz 2025 G323 a7 620788 a00u0 v wor
s0s0 2025 AuG-2a i an 530758 a01002 ¥ wo W

7. When the batch is as desired, select Create Batch. The system will then create the GL-PCR
batch. Note, there may be a slight delay while this occurs since checks are being performed.

= [f the Transfer Amount is exceeded, a notification pop up will appear:

Reclass Batch cannot be Created

Entered amount exceeds the amount available
Please enter the amount less than the amount available

e Select View Errors to see the line(s) in error.
o The Validation Report will show the Amount Entered and the Amount Available
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Actions v |
HUID Source Tub Source Org Object Source Fund Source Activity Source Subactivity Position Number Period Amount Entered Amount Available !
7 430 657000 MAR-24 300.00 0.00 ‘
1-1

e Review the Amount Entered and the Amount Available then click close

e Make the proper edits on the selection screen then click Create Batch again.

8. If no error is found, the summary batch lines are shown.
e Users should review all data on the screen, especially Transfer and Fringe Amounts.
e At this point, the user can choose to:

o Save Batch
=  When clicking Save Batch, the detail lines appear in the GL-Adjustment page

= Allows other users to review and adjust the batch if needed before choosing to
o Submit Batch

=  When clicking Submit Batch, the batch is immediately processed

= Allows user to see the batch fully submitted in the GL-PCR tool

ORACLE’ HUGL - Journal Adjustment

Home Logout
Logged In 4
Total Amount 50.00 Total Transfer Amount 50.00

11
Line Number 1= Object FiscalYear Period  Position  Employee Number AmountAvailable SourceTub TargetTub SourceOrg TargetOrg SourceFund Targetfund Source Activity TargetActivity Source Subactivity Target Subactivity Transfer Amount Retention Amount  Uniquekeyfield
1 6050 2025 Auc24  pootizis 7 2,038.05 125 125 04063 00116 431502 000001 511506 000001 0000 0000 5000 198805 74050202484

5000

2,038.05

9. For either choice (Save or Submit Batch), three pop-ups will appear:

e Are you sure you want to do the Reclassification? No / Yes

e Select the GL Effective Date for the Batch > Proceed

o Date must be in an open accounting period

Source Lines CCID validation completed successfully.
|

e The Batch ID number will appear in a new
P . . ¢ Select GL Effective Date for Batch
notification (The screen shot is for a saved batch) elee ective e for =ate

GL Effective Date

Reclassification Batch of Batch id 39598 saved successfully

o (oo [ o

e Click Ok
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10. For Submit Batch, if an account coding is invalid, an error notification will appear:

1. For Save Batch, account coding is checked at submission.

a8
H

Reclassification Batch cannot be submitted.
One or more lines are having invalid GL Account.

e Select View Errors to see the invalid code combination(s) in the Validation Report

11. The GL-PCR Harvard — GL Adjustment page will appear

e For asaved batch, the GL Adjustment page shows as allowing the batch to be
modified/reviewed before validating and submitting

e For a submitted batch, the GL Adjustment page shows as no modification allowed

ORACLE" HUGL - Journal Adjustment

e Logout
e |
Harvard - GL Adjustment T VTR .. 16 search Page I Back To Search Results l Reset

GL Effective Date: [118-0CT-2024 8 Baten Status:  Saved

o150

BatchID: 38363 BatchType:  Regular

Relatea Balch 0 creseseyhuo: [

File Generation Request ID:

Updated By HUD:  ppmmmmmmmm

Creation Date: 18.0CT-2024 10:19:01 Update Date: ~ 18.0CT-2024 10:19:01

B selected Adjustment lines
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00000 203805 000 20305  REGRegular B oocsonocePn  Bwom2s PYRLO0SPS

203805 000 203805

1-1

GL Adjustment - Details

Total Debit: 2,891.99

Total Credit: 2,891.99 View Transactions: “ Payroll  Non-Payroll
Qv Go
ne b o obect s Acy Subactwy oot Debt  Cregt  Amount Lne Desc O exd  REED  EIED o
s oms sm ez sise o0 oo 000 2005 soses  KECUSSTUE 15t s oRG 0dosde ort LN« e SR e ey
2 15 s s oo oo o000 om0 ooy soss KECUASSTUE sl 1ORGOAI 0TS FUND SEOZIOGON0L M SIIIE OO0, g PEEGLML

e At this point, the batch is a regular GL-PCR batch.
e The Batch ID number in the upper left hand side.

o The preparer of the adjustment should manually notify the reviewer at this point.
The reviewer would submit the batch when ready.

Questions?

If you have any questions, please contact the HUIT Support Center at 617-495-7777, or via email at
ithelp@harvard.edu.
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